State of Nevada
Department of Personnel

Agency Procedures
NEATS Employee Development

Procedure # 01.30.32

Purpose

Timing

Associated Regulations

Employee Development Module for Training
Administrators

To describe the procedures and policies to be used by
all state agency training administrators when registering
students in training classes offered by the Department
of Personnel and individual State agencies.

It will allow administrators an efficient and effective
way to register students for State offered classes,
maintain and print student transcripts, enroll and drop
students from classes and many other features.

NAC 284.842 Types of training.

NAC 284.484 Release time or leave to attend training.
(NRS 284.343, 284.345)

NAC 284.485 Criteria for approving or denying training
or education requested (NRS 284.343, 284.345)

NAC 284.486 Money for training to be used to produce
greatest benefit in relation to cost of training. (NRS
284.343)
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Associated Regulations,
cont'd

Associated Procedures

NAC 284.490 Reimbursement or prepayment for
training or education. (NRS 284.343)

NAC 284.494 Request for training.

NAC 284.498 Training of supervisory employee. (NRS
284.155, 284.343)

NAC 284.502 Training of managerial employees.

NAC 284.510 Responsibilities or appointing authorities.

None.
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Training Administrator Procedures

Step

LOGIN

Policy on Agency Administrator Access

Access to the Administrative Tasks in the Employee Development System of NEATS will be
limited to those agency Training Representatives who register students into the system and
need to:

= View or edit their agency training courses or classes to:
e Add a new course
e Add a new class
= Enroll or drop a student(s) from any class
*= View and/or add to a student’s transcript to:
o Enter additional student history
e Print a Transcript
= Access various student records for their agency.

For administrative access, contact Mary Kauffman at (775) 684-0136 or
mkauffman@dop.nv.gov.

From your Internet browser, enter the following address: http://neats.state.nv.us/NEATS.

To initially login to NEATS, please contact your Agency Training Representative or the IFS-HR
Help Desk for instructions. If you already have your password established, login by entering
your User ID or Internal ID and Password.

Nevada Employee Action and Timekeeping System
Meats Home Message; |-

S Home Page Page Help 2]

Date Subject
User ID: I;buckﬂer 1/26/03  NEATS test environment
Password: W

= Remember my User ID

Lagin

If you've forgotten your ID or password... Contact the Help Desk

Reference Information & Links

Help

IFS Home Page

HR. Data Warehouse

Financial Data Warshouse (DAWN)
State Home Page

Note: Your User ID is normally the first initial of your first name and the first seven characters
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of your last name. If there is more than one user with the same first initial and last
name, a number will be assigned as the last character(s).

On the NEATS Home Page, your User ID will be designated in the upper right corner as
Current User. If you have any training activity (i.e. upcoming classes) this information will also
be displayed on your NEATS Home Page listed under Training.

‘%e to NEATS

ployee Action and Timekeeping System Site Help@ Logoffl

MNeats Home " Training | Messages

I\IEATS Home Page Page Help [7]

User Information Messages

Date Subject
1/26/03  NEATS test environment

Name: BUCKNER, TRICIA
Home Address: 000 FAIRVIEW DR CARSON CITY, NV 83701

Home Phone: 7750000000

Personal Tasks
Change Password
Update My Email Address

—

3 Upcoming Classes
2 Access Requests Pending Appr

Reference Information & Links

Help

IFS Home Page

HR Data Warehouse

Financial Data Warehouse (DAWN)
State Home Page

Click on the Training tab to access your training information.

“ANelcome to NEATS
=

I mptome Action and Timekeeping System ‘Site Help@ Log
b TS Neats Ho mwnmu
Student Schadule Page Help 2]

Student Class Schedule

Student Name: BUCKNER, TRICIA Agency: 070
Internal 1D Organization: 1363
User ID:  tbuckner Work Location: CCPER

Wiew: Class Schedule | Request History

Scheduled Classes

Start Dt End Dt | Class Location Status | Action |
10/29/2003 10/29/2003 MGT410 - How to Set & Achieve Goals Stewart Facility Rrn 216 Enrolled  Drop...
10/29/2003 10/2%/2003 MGT410 - How to Set & Achieve Goals Stewart Facility Rm 216 Dropped
11/06/2003 11/06/2003 - IFS-HR: Timesheet Data Entry in ADVANTAGE-HR IFS-HR Training Room B Enrolled  Drop...
12/07/2003 12/07/2003 - How to do NEATS testing Stewart Facility Rm 216 Enrolled Drop...
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Click on the “Training Task Bar” for options.

Employee Admin Training Messages

Student Schedule Page Help [7]

raining Task Bar

Student Class Schedule

Personal Tasks Student Name: Agency: 070
Yiew My Schedule . .

Internal ID: Qrganization: 1363
Browse Courses
search Classes User ID worl Location: CCPER

Wiew My Transcript

Wiew: Class Schedule | Request History

Approval Tasks ‘

Scheduled Classes
Start Dt End Dt Class Location Status Action
12/09/2004 1240972004 - Basic Accounting Great Basin College Completed

List Enrollment Requests

Administrative Tasks

Wiew/Edit Training Locations
Wiew/Edit Training Courses
Wiew/Edit Instructors
Search Students

Copyright 2002-2003. Aeris Enterprises Incorporated. all rights reserved.

View/Edit Training Courses

To view or edit a Training Course, click on ‘View/Edit Training Courses.” From the ‘Course
List’, click on the course you wish to view or edit. This will bring you to the ‘Course Details’
screen.
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> 14 1:05 P M
urrent | 1 chbaumann i
Site Help@® LogoffO
Employee © Admin REIEIMINTE Messages
Course List
asks i
Wigw My Scheduld Sponsoring Agency: |<< Any > v|
Browse Courses
z Attendance
Wigw My Transcript Course Code Course Narme Min Max
Approval Tasks DOP 100 ALL ABOUT HIRING 5 25
List Enrollment Requests STEZ10 Alcohol and Drug Testing Program 25 28
Basic Accounting i} 10
Administrative Tasks Basic Accounting I i 10
Wiew/Edit Training Locations Certification for State Contract Managers 10 28
UEEWHEd!t TirEiiniing Eourses Change Happens: Dealing with It ZE 36
Wiew /Edit Instructors - -
Search Students MET310 Coaching far Supervisors 1z 36
333 Cornrnunicating Effectively in a Grant 10 25
Cormmunication Conflict: what Now? 20 36
Cormmunication: Back to the Basics 25 26
Cornrnunication: Effective Writing 26 3z
Cormrmunication: Listen Up z5 36
Cormrmmunication: What's My Style? 25 28
Cormmunication: Writing for Success 11 1a 36
Cormrmunication: Writing for Success | 10 36
123 Counting 5 25
Customer Service: Office Etiquette 15 26
Custormer Service: Practices 15 28
1 =
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Course Detail Page Help

Gourse Details

Course Code: IMGT41 0

Course Name: IHuth Set & Achiewve Goals

Description! |Heve you ever set goals for yourself, snd then given up [a]
ecauze you felt vou couldn't achieve them? Or do you helleve
that setting goals tends to he a waste of time? This course
helps you to identify those goals in your professional and
perszonal life that will lead you toward success and

Sponsar Agency: I 070 DEPARTMENT OF PERSOMNMNEL j

™ Limit Enroliment to Agency ¢ ﬂ

I External User Enrallmert Allowed

Provider: I

Enrollment Limits: Min: IEE Max: |28 Course Fes: |00

Prerequites:

Update Delete List Classes Cancel

1/30/04 Procedure Page 7 of 43




State of Nevada
Department of Personnel

Agency Procedures
NEATS Employee Development

ENROLLING A STUDENT
8. To enroll a student in a class specific to your agency click on “View/Edit Training Courses”
under the Administrative Task Bar. Then click on the “List Classes to the right of the selected
Course.
To enroll a student in a class offered by another agency such as the Department of
Personnel, click on “Browse Courses” under the Personal Task Bar. Then click on the “List
Classes to the right of the selected Course.
NOTE: From this point forward follow the next four steps.
Site Helpe Logoffc
_— Neats Home : Time | Employee | Admin REIENIGLIE Messages
Course List Page Hel
Training Task Bar n
Course List
Personal Tasks
wiew My Scheduls Sponsoring Agency: | << Any > V|
B rouese
Search Classes Attendance
= Course Code Course Name Min | Max | Actios
Approval Tasks DOF 100 ALL ABOUT HIRING 5 25 ist Classes...
List Enrollment Requests STEZ10 Alcohol and Drug Testing Program 25 ] Nst Classes..,
— - Basic Accounting o 10 List Cazzes...
Administrative Tasks Basic Accounting I o 10 List Classes...
U?EW’{Ed?t Tra?n?ng Locations Certification for State Contract Managers 10 bk List Classes...
:IEW::E:I: 'Il'raénlncf CrauirsEs Change Happens: Dealing with It Z6 36 List Classes...
S::a"\r"ch IStu:el::s ors MGET310 Coaching for Supervisars 1z 36 List Classes...
333 Comrmunicating Effectively in a Grant 10 25 List Classes...
Communication Conflict: Wwhat Now? 20 36 List Classes...
Comrmunication: Back to the Basics 25 2g List Classes..,
Communication: Effective Writing Z6 32 List Classes...
Cornrunication: Listen Up 25 36 List Classes...
Communication: What's My Style? Z5 o] List Classes...
Communication: Writing for Success 11 10 36 List Classes...
Communication: Writing for Success | 10 36 List Classes...
123 Counting 5 25 List Classes...
Customer Service: Office Etiquette 15 28 List Classes...
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This will bring you to the Training Class Details page. Click on ‘View Roster’ to get a list of

students currently enrolled in class.

& Neats Home § Training SEeEERTTH

Class Detail

Page Help (2]

Training Class Details

Course Code: MGT410
Course Name: How to Set & Achieve Goals
Sponsor Agency: 070 DEPARTMENT OF PERSONNEL

Min Enrollment: 26
Max Enrollment: 28

Course Fee: $0.00

Course Description:

Have you ever set goals for yourself, and cthen given up =

ecause you felt you couldn't achieve them? Or do you belle\.re
that setting goals tends to be a waste of time? This course
helps you to identify those goals in your professional and
personal life chat will lead you toward success and

Start Date:  10/29/2003

Statu Open
Current Enrollmelt: 1 View Roster End Date: 10/29/2003
Instructor{s): dd In cherts ) Primary Location:

Stewan Facility Fim 216 |
Class Motes:
Session  Session Date | Start Time | End Time Location
1 wed 10/29/2003 8:30 AM 430 PM Stew Facility R 2
Edit Session Data..

Updata' Close Class | Cancel Class |Dons]

10.

site Help@® Logoff&

¢ NevadaEm @:yee Action-and Timekeeping System

eats Home HRESINDIE: Messages

Class Roster

Click on ‘Enroll a New Student’ if you choose to add a student to the class.

Page Help [7

Training Class Roster

Course Code:  MGT410 Min Enrollment: 26

Course Name: How to Set & Achieve Goals Max Enrollment: 28

Status:  Open Current Enrollment; 1

< Enroll a New Studantl

Enrolled Students

Student Name User 1D Fhane Ernail Agency Action

BUCKNER, TRICIA thuckner (775)684-8696 thuckner@ifs.state.nv us o7o Drop... Enter Evalustion...

Use the controls below to enter evatuations for all students in the class for whom an evaluation has not already been entered. The data from this form will

be used for each evaluation.
attendance: |Complete | Status: | NA | Grade: Apply.

Pending Enroliment Requests

Student Hame User ID Agency Action
o Pending Enrollment Requests

Print Class Roster.

Mail Merge... |

| Dane

11.

Complete the fields to add either a Registered Student (current State of Nevada employee) or
an Unregistered Student (external user). To Add a Registered Student, complete the required
fields (i.e. Student Name or Internal Id and click ‘Search”. Then click on ‘Enroll Student’ in the
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Action column following the correct name.

10:59 AM
nt User: thu e
Site Help@ LogoffO

Neats Home SREEINILHLE Messages

Enroll a New Student

Page Help

Enroll New Student

Course Code: MGT410 Start Date:  10/29/2003
Course Name: How to Set & Achieve Goals End Date: 10/29/2003
Status: Open Current Enrollment: 1

Add an Unregistered Student
To enroli @ student that is not registared with NEATS, fitl in the information in the form below and dlick Envoll,

First Mame: Last Marne:
Phone: Ermail:
Employer:

Enrall |

Add a Registered Student
To enroli an existing MEATS user, use ¥he form below to enter search criteria to locate the WEATS User and then ciick Search.

student Name (Last, First):  [buckner, t Search |
Internal Id: Search |

MName User ID Agency arg Work Location | Action

extuserl Buckner, Tricia *¥Not Found**  **Not Found**  **Not Found** Enroll Student...
tbuckner BUCKMER, TRICIA 070 1363 CCPER Enrall Studen
testing Buckner, Tricia *¥pot Found**  **Not Found**  **Not Found** Enro aqaent. ..

testing?  Bucknert, Tabitha **Wot Found** **Not Found** **Mot Found®** Enrcll Student...
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12. Click on “OK” to confirm. The student will now appear on the roster and will receive an email
confirming the enroliment.

. Welcome to NEATS
NevadaEmployee Action and Timekeeping System

Neats Home [RESTIDEE Messages

Class Roster Page Help [2]
Training Class Roster
Course Code: MGT410 Min Enrollment: 26
Course Mame: How to Set & Achieve Goals Max Enroliment: 28
Status:  Open Current Enroliment: 4

Enroll s New Student...

Enrnlled Students

Student Hame User ID Phone Emnail Agency Action
BLCKNER, TRICHA thuckner  (775)634-8596 thucknerdifs.state nv.us 070 Drop... Enter Evaluation. .
Preliaa g testing (775)684-5516 ot Found**

thuckner@doit state.nv.us Drop... Enter Evaluation...

Buckner, Tricia testing (775)684-5516 thuckner@doit state.ny.us **#Mot Found**  Drop... Enter Evaluation...
Buckner, Tricia extuserl  (775)684-8696 thuckner@doit state.nv.us **Not Found**  Drop... Enter Evaluation...

Use the controls below to enter evaluations for alf students in the class for whom an evaluation has not already been entersd. The data from this form
will be used for each evatuation,

attendance: | Complete = | status: | NjA = Grade: Apply.

Pending Enrollment Requests
Student Hams User ID Agency Action

Ho Pending Enrollment Requests

hail Merge: | Print Class Roster. | Done |

Dropping a Student

13. A student can be dropped from a class by clicking “Drop” from the Training Class Roster in
Action column.

th
Site Help@® Logoff&

£ Neats Home RIETILLD Messages

Class Roster Page Help

Training Class Roster

Course Code: MGT410 Min Enroliment: 26
Course Mame: How to Set & Achieve Goals Max Enrallment: 28
Status:  Open Current Enroliment: 4

Enroll s New Student...

Enrolled Students

Student Name User ID Phone Emnail Agen Action

BUCKNER, TRICTA thuckner  (775)684-8896 thucknerdifs.state.nv us 074 Drop... Entgr Ewaluation...
Buckner, Tricia testing (775)684-5516 thuekner@doit state.nv.us #*lot Fousk: _ Drop er Ewaluation...
Buckner, Tricia testing (775)684-5516 thuckner@doit state,nv us **lot Found**  Drop... Enter Evaluation...
Buckner, Tricia extuserl  (775)684-8696 thuckner@doit state,nv us **Not Found**  Drop... Enter Evaluation...

Use the controls betow to enter evaluations for alf students in the class for whom an evaiuation has not alveady been entered. The data from this form
will be used for each evaluation,

attendance: | Complete | Status: | NA = Grade: Apply

Pending Enrollment Requests
Student Name User 1D Agency Action

Mo Pending Enrollment Requests

ail Merge: Print Class Roster. | Dane |
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The Drop Class form will be displayed. In the Comments sections, state the reason for

14.
‘dropping’ the student from the class and click on ‘Drop’.
@m TS
\,3 - MNevada Employee Action and Timekeeping System
ok F o
qﬂ_: NEELCHG LTS Training &
Drop Class Page Help
Enrollment Date:  10/08/2003 Enrollment Status: Enrolled
Student Name: Buckner, Tricia Internal Empl ID: 5000000037
Course Code: MGET410 Start Date: 10/29/2003
Course Mame: How to Set & Achieve Goals End Date: 10/29/2003
Cornments:
Dropl Cancel
15 The student will receive the following email notification.
= NEATS Class Drop - Message (Plain Text) - US-ASCII
File Edit Wiew Insert Format Tools Actions Help
Gy Reply | fRaReply to Al | W Forward | S LN G SR @ -
From: David Lahti Sent: Thu 10/972003 9:49 AM
Ta: Tricia Buckner
Ce
Subject: MEATS Class Drop
Tou hawve been dropped frowm a NEATS training class. The class is:
Course: How to S3et & Lohiewve Goals
Dates: 1072972003 - 10/29/2003
More specific information sbhout the drop is as follows:
Jupervisor needed student to stay at work
Thi=s email iz generated automatically and this email address is not
monitored. Please do not reply to this email. If wou have gquestions
vou can contact your Agency's Training Liaison.
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16. Click on the ‘Done’ button to finalize the action.

= NevadaEmployee Action and Timekeeping System

Neats Home SREETLILTR Messages

Class Roster Page Help [2]
Training Class Roster
Course Code! MGT410 Min Enrollment: 26
Course Marme: How to Set & schisve Goals Max Enrollment:  2&
Status:  Gpen Current Enrollment: 3

Enroll a Mew Student...

Enrolled Students

Student Name User ID Phone Email Agency Action

BUCKMER, TRICIA thuckner (77EI6E4-5696 thuckner@ifs state.nv.us azo Drop... Enter Evaluation...
Buckner, Tricia testing (775)684-5516 thuckner@doit.state.nv.us ot Found** Drop... Enter Evaluation..,
Buckner, Tricia extuserl (77EI6E4-5696 thuckner@doit.state.nv.us #*Not Found** Drop... Enter Evaluation...

Hse the controls below to enter evaluations for all students in the class for whomn an evaluation has not aiveady been ertered, The data from this form
will be used for each evaluation.

Attendance: Camp\etej Status: | /A j Grade: Applhy...

Pending Enrollment Requests

Student Name User 1D Agency Action
Mo Pending Enrollment Reguests

fail Merge... | Print Class Roster. Dane |

Note: Class Rosters can be printed from this view by clicking ‘Print Class Roster’.
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View/Edit a Student Transcript

Policy on Adding Student Transcript Information

Information will be added to the students “Completed Course History” file. The types of
information that can be entered are:

Community College courses

University courses

A student’s degree(s) can be shown in the notes section

On-line courses and degrees

Conferences and/or workshops were certificates are issued for training or educational
purposes.

Agency representatives will be responsible for entering this information and maintaining back-
up documentation. Documentation should include diplomas, transcripts, certificates, etc.

17. To view and/or edit a student’s transcript, select ‘Search Students’ from the ‘Training Task
Bar.” Then enter search criteria (User ID, Name or Internal ID), click on ‘Search, then click on
the name of the student’s transcript you wish to access.

P d: z
F @‘m Ts nt User: aurnann .
g - [ tion-and Timekeeping System Site Help® Logaff
= Meats Home E Time | Employee | Admin 'REENLEE Messages
Search For Students Page Help
Traini Task B
Personal Tasks
visw My Scheduls vseras [ |
Browse Courses Search for a student by their User ID, Your search
Search Classes string must be at leas? 3 characters long and consist
View My Transcript of only valid alphanumeric characters,
Approval Tasks S m
List Enrollment Requests Mame: l:l
Search for & student by Name. Your search string
Administrative Tasks must be at least 3 characters long and consist of
View/Edit T Locat ondy valid alphanumeric characters, Use the
!ew ' ra!n!ng OEAHONS following format: lastname, firstname.
View/Edit Training Courses
st ctors
Search Students Internal Id: l:l
Search for a studen? by their Internal 1D, You may
ender the 1D with or without the leading zeras.
Copyright 2002-2003. Aeris Enterprises Incorporated. all rights reserved.
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18.

Click on ‘View Transcript.’

Q%}r NevadaEmployee Action and Timekeeping System

Neats Home i Messages
View Student Page Help

Student Details
BUCKNER, TRICIA Internal ID: _

Phone: (775)684-3696 User ID:  thuckner
Email:  tbuckner@ifs.state.nv.us

Student Marme:

User Type: Internal
Agency: 070
Organization: 1363
Wwork Location: CCPER

Wiew Schedule | Wiew Transcript | Cﬁncell

19.

To print a transcript, click on ‘Print Transcript.” Click on ‘Enter Additional Student History’ to
add an outside class.

. Welcome to NEATS

Nevada-Employee Action and Timekeeping System site Help® Logoffd

Neats Home Messages

View Student Transcript Page Help
Student Transcript
Student Mame: BUCKNER, TRICIA Agency: 070
Internal ID: Organization: 1363

User ID: thuckner Work Location: CCPER

Completed Course History

Course End Dt | Location Instructor Status | Attendance | Grade  Action
989595 How to be & Help Desk Employee  09/17/2003 Stewart Facilit # pone * Fass  Complets
MGT310 Coaching for Supervisors 09/09/2003 Personnel-Train #* fone ** N/A Comnplets
MGT310 Coaching for Supervisors 09/09/200% Personnel-Train ** hane ** H/&  Complets
989898 How to be a Help Desk Employee  07/05/2003 Grant Sawyer Bl ** hone ** N/&  Complets
989898 How to be a Help Desk Employee  06/09/2003 Stewart Facilit ** None ** Pass  Complets
Business and Ethics 01/01/2003 Unknown - Ext. Class Unknown - Ext, Class N/ Complets
Ethical subrmission 01/01/2003 Unknown - Ext. Class Unknown - Ext, Class N/ Complets

rrission 2 01/01/2003 Unknown - Ext, Class Unknown - Ext, Class /A Complets
nter Additional Student Histary

Scheduled Classes

Course End Dt Location Instructor Status
MGTAL0 How to Set & Achieve Goals 10/29/2003 Stewart Facility Rm 216 ** None ** Enrolled
Comrunication Conflict: What Maw? 08/21/2003 Personnel-Training Pinon Room  ** None ** Enrolled

How to do NEATS testing 12/07/2003 Stewart Facility Rm 216 ** None ** Enrolled

IFS-HR: Timeshest Data Entry in ADVANTAGE-HR 11/08/2003 IFS-HR Training Room B HARRIS, DEBORAH Enrolled

Problem Solving for Managers 09/24/2003 TMCC RDMT 333 ** None ** Enrolled

Print Transcript..

Note: Transcript detail about an outside class can now be entered or edited. To edit or enter
text, highlight the field requiring edit and type in correct information or click in the
appropriate field and enter information where designated. Be sure and obtain
certification of class completion from the student.
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20. Click on ‘Update’ to finalize this addition.

NEATS AR
yee Action and Timekeeping System LogoffO

Neats Home S@g [l Messages

Enter External Class Page Help 2]

External Class
BUCKHKER, TRICLA Internal 10 _

Phone: (775)684-8696 User [D: thuckner
Ernail: tbuckner@ifs state.nv.us

Student Name:

User Type: Internal
Agency: 070 Organization: 1363
Work Location: CCPER

Course Code: I

Course Name:  [Business Ethics

Start Date: IAug =1 =] |z2003 ~| Attendance: IComp\ete =]
EndDate: [Sep | [30 = [2003 =] Status: | NjA |
Credits: I Grade: I

Provider: |Westem Mewvada Community College

Maotes:

cos |
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21.

NEATS will confirm the transcript was updated successfully.

NEATS

o, Weicome to
%m

MNeats Home Messages

View Student Transcript

yee Action and Timekeeping System

External Class Updated Successfully

Student Transcript

Student Mame: BUCKMNER, TRICIA Agency: 070
Internal 1D Organization: 1363
User ID:  thuckner waork Location: CCPER

Gompleted Gourse History

Caourse End Dt Location Instructar Status | Attendance Grade | Action
Business Ethics 09/30/2003 Unknown - Ext, Class Unknown - Ext, Class NAA Complete
959598 How to be a Help Desk Employee 089/17/2003 Stewart Facilit ## pone *4 Pass Complete
MGT310 Coaching for Supervisors 09/09/2003 Personnel-Train ** None ** R Complete
MGT310 Coaching for Supervisors 08/09/2003 Personnel-Train ** None *F M4 Complete
959898 How to be a Help Desk Employee  07/05/2003 Grant Sawyer Bl ** None ** i A Complete
989898 How to be a Help Desk Employee  068/09/2003 Stewart Facilit ¥ None *F Pass Complete
Business and Ethics 01/01/2003 Unknown - Ext. Class Unknown - Ext, Class  MAA Complete
Ethical subrmission 01/01/2003 Unknown - Ext. Class Unknown - Ext, Class NAA Complete
Ethical submission 2 01/01/2003 Unknown - Ext, Class Unknown - Ext, Class N/A Complete

Enter Additional Student History...

Scheduled Classes

Course End Dt Location Instructor Status
MGET410 How to Set & Achieve Goals 10/28/2003 Stewart Facility Rm 216 ** None ** Enralled
Communication Conflict: What Mow? 08§/21/2003 Personnel-Training Pinon Room ** None *% Enralled

How to do MEATS testing 12/07/2003 Stewart Facility R 216 ** None *¥ Enralled

IFS-HR: Timesheet Data Entry in ADVANTAGE-HR  11/08/2003 IFS-HR Training Room B HARRIS, DEBORAH Enralled

Froblem Salving for Managers 09/24/2003 TMCC RDMT 333 ** None ** Enrolled

Frint Transcript |
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Step

Policy on Entering a New Class Location

All fields must be filled in unless it does not apply to your training location. Numerous
calls are generated when students cannot find the location for the classes they
registered for. The system provides a link to “MapQuest” for a picture of the street
address. However, the maps are very sketchy. If there is not enough information, add
specific details under the “notes” window at the bottom of the page. You can also
provide the address to a web site of your own that has better directions and maps
under the web site window.

Entering a New Class Location

22.

To create a new class location, open the ‘Training Task Bar’ and click on ‘View/Edit
Training Locations.’

Nevada Employee Action and Timekeeping System : g9off
4= neats Home § Time | Employee | Admin [RIETILLE MMessages
Location List Page Help [2

raining Task Bar (] - = =
Location List Settings

Personal Tasks
Wiew My Scheduls Agency: \AIIAuthnnzed .,|

Browse Courses

search Classes Refresh List
Wiew My Transcript

Approval Tasks
List Enrollment Requests Agency Location Name Contact Capacity Action

| Aduainistrative-Tasks | Add a new Location... Add a new Location...
Il Whze/Eel: Treimng Leocsihismns ‘> 070 Another NEATS Training Class Cynthia Martinez 20 Delate...
B i ini | 070 B&IDJIRRmMA Rozanne Deleau 30 Delete ..
View/Edit Instructars 070 Blasdel Building John Hastings 15 Delete...
Eeafchlstidents 070 oS ] Delete...
azo CHR wildlife Kris Ross 20 Delete...
a7o COMNFERENCE ROOM LOIS MCDOMALD 10 Delete...
o070 Caliente vouth Ctr Dale warmuth 30 Delete...
o070 Culture Affairs OMLY Conference Rrm A Cebra Honey a Delete...
o7 D.2oLT Kelley Chandler 4 Delete...
810 DMy Highway Patrol Mark Bittick 30 Delete...
810 DMy Highway Patrol Martin Stepina a Delete...
070  DMW/PS Training Academy Room Martin Stepina 30 Delete...
o070 DMY/PS Training P.OLS.T, Martin Stepina a Delete...
o070 DOoIT Kelly Chandler a Delete...

c oo o aac M Lo, Cialos
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Step

23.

Click on ‘Add a New Location.’

Location List

oe-ta 8
da—Emploveas A 0 and
IR Training Essage

Page Help

Location List Settings

agency: [All Authorized

Fefresh List |

Location Mame
Add a new Location. )
EATS Training Class

070
7o
070
7o
070
7o
810
g10
070
7o
070
7o
070
7o
070

B&lD.IRRMA

CCSEN

CHR wrildlife

Calignte vouth Ctr

Culture affairs ONLY Conference R &
C.oLT

DMy Highway Patraol

DM/ Highway Patral

DMW/PE Training Academy Room
DMY/PS Training P.OS.T.

DOIT

Departrnent of Personnel

Department of Personnel - Training Roam C
Dept of Education Conf Rm

Dept, of Personnel - Training Section

[

Contact

Cynthia Martinez
Rozanne Deleau

Kris Ross

Dale Warrnuth
Debra Honey
kelley Chandler
Marlk Bittick
Martin Stepina
Martin Stepina
Martin Stepina
kelly Chandler
Cynthia Martinez
Cynthia Martinez
Lenora Marris
Mary kauffrman

Capacity

20
30
o
20
an
o
o
30

Action
Add a new Location...
Delete..,
Delete...
Delete..,
Delete...
Delete..,
Delete...
Delete..,
Delete...
Delete..,
Delete...
Delete..,
Delete...
Delete..,
Delete...
Delete..,
Delete...
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24, Complete the form and click “Update”.
A ‘.‘:;‘.!-'e--='--en ge-Action-and ekeeping = 2 ~
ome RITONLE Hessage
Location Detail Page Help 7]
Responsible Agency: IU?U DERPARTMEMNT OF FERSOMMEL j
Description: ICNR Wildlife
Short Description: ICNR wildlife
Address: |11DD walley Rd. Wiew Location Map...
|
city:  |Reno State: | NEVADA =l zie: [paszo
Capacity: |20 [T wheelchair Access [T Internet dccess
Contact: IKns Foss Phone: |(775) 638-1575
Ernail: I Send Email...
web Site: I Link...
Motes: =]
-
Update | Delete | Cancel |
25. A message will designate the new location was added successfully.
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Add/Create a New Course

26. To create a new course, open the ‘Training Task Bar’ and click on ‘View/Edit Training
Courses.” Then click on ‘Add a new Course.’

== MNeats Home Messages
Course List Page Help [7]
e
Agency: [All Autharized H
Attendance
Course Name Agency  Min | Max | Action

Add a new Course... Add a new Course..,

g1 AhoH"Training a7o 5 25 List Classes...

STE105 Achieving Good Custormer Service 070 26 o1 List Classes...

CEC 461 Advanced Compiler Theory o070 i0 20 List Classes...

STEZ10 Alcohal and Drug Testing Program 070 25 2a List Classes...

Basic dccounting aoo a 10 List Classes...
Basic dccounting I o9 a 10 List Classes...
Certification for State Contract Managers o070 10 25 List Classes..,
Change Happens: Dealing With It 070 26 36 List Classes...

MET310 Coaching for Supervisors o070 1z 36 List Classes...

33 Communicating Effectively in a Grant 408 i0 25 List Classes...
Communication Caonflict: What Now? 070 20 36 List Classes...
Corrunication: Back to the Basics 070 25 28 List Classes...
Communication: Effective Writing azo 26 32 List Classes...
Communication: Listen Up o070 25 36 List Classes...
Communication: What's My Styley o070 25 zg List Classes...
Communication: Writing for Success 11 070 i 36 List Classes...
Communication: Writing for Success | o070 i0 6 List Classes...

123 Counting 070 5 25 List Classes...
Customer Service: Office Etiquette azo 15 28 List Classes...
Customer Service: Practices 070 15 28 List Classes...

Debt Collection o070 5 20 List Classes...
Decision Making for Supervisors 070 iz 36 List Classes...
Delegation for Supervisors o070 1z 36 List Classes...
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27. Complete the form and click “Update”.
- Current User: tbuckne
e Help® Logoff@
_:Neats Home ‘REETHILTE Messages
Course Detail Page Help [7]
Course Code! I
Course Name; I
Description: =
’ =
spansar Agency:  [009 NDOT TEMPORARY B
[T Limit Enraliment ta Ageney ¢ | 009 MOOT TEMPORARY j
[T External User Enroliment Allowed
Provider: I
Enrallment Lirmits: Min: ID Max: [0 Course Fee: ID.D
Prerequites: = |
’ I |
Update | List Classes | Cancel |
28. A message will designate the new location was added successfully.
Adding a Class
29. To create a class session for a course, open the ‘Training Task Bar’ and click on
‘View/Edit Training Courses.’
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30. Find the Course Name and then click on ‘List Classes’ under the ‘Action’ column

1= A
RS 2

= Nevada Employee A on and ekeeping = € Logoff&
ats Home JRESTIITNE Message
Course List Page Help [7]
Agency: |AIIAuthDrized j
Attendance

Course Code | Course Mame Agency  Min | Max | Action

Add a new Course... Add a new Course...

ATLO0L About Training 070 5 25 List Classes..,

STE105 Achieving Good Customer Service i} 26 28 List Classes...

CSC 461 Advanced Compiler Theory a7 i0 20 List Classes...

STE210 Alcohol and Drug Testing Program az7o 25 28 List Classes...

Basic Accounting 009 1] 10 List Classes...
Basic Accounting T ao9 1] i0 List Classes...
Certification for State Contract Managers a7 i0 2a List Classes...
Change Happens: Dealing Wwith It az7o 26 36 List Classes...

MGET310 Coaching for Supervisors o070 1z 36 List Classes...

353 Communicating Effectively in a Grant 406 i0 25 List Classes...
Communication Conflict: What Mow? o7 20 36 List Classes...
Cornrnunication: Back to the Basics 070 25 28 List Classe:
Communication: Effective Writing o070 26 Gz List Classe
Communication: Listen Up i} 25 36 List Classes...
Communication: What's My Style? a7 25 2a List Classes...
Communication: Writing for Success II o070 10 36 List Classes..,
Communication: Writing for Success | o070 10 36 List Classes...

123 Counting i} 5 25 List Classes...
Custamer Service: Office Etiquette o7n 15 28 List Classes...
Custorner Service: Practices 070 15 28 List Classes...

31. From the NEATS class list, click on ‘Add a new Class.’

IWealcome r i
] S ICOTTIS
\= Mevada Emplovea A on-and alceaning = p®@ Logoffd
za qnl-lE Training ES5a0QE
Class List Page Help IE

MNEATS Class List

Course; STE10S - Achieving Good Customer Service

Primary Location Instructor | Status Action
Add a new Class...
Eving Good Customer Service Personnel-Training Pinon Room ** Mone ** Closed Reopen... Rescheduls... Cancel...

ate

Add a new Class...

Add & new Class. .. Add a new Class...
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32.

Complete the form and click on ‘Create.’

Wealcome 0 A
] IS ICOTTIS
\: Nevada Employee A on and ekeaping g r@ goffis
ea Dme Training = age
New Class Page Help [
Create New Class
Course Code: ICommumicatiDn Conflict: \What Naw? | Min Enrollment: 20
Course Marne:  Comrnunication Conflict: What Now? Max Enrollment: 36
Prerequites:
Primary Location: | gtewant Facilty Fm 216 |
Class Notes:
ancel
. ‘ . .
33. Click on the ‘Edit Session Data.
iINfalcome 0 A
] SIS OIS
A= Merada Emnloves Action and slceaning a p® Logoffd
ea s Training es5age
Class Detail Page Help IE
Training Class Details
Course Code:  STEL0S Min Enrollment: 26
Course Mame: Achieving Good Customer Service Max Enrollment: 28
Sponsor Agency: 070 DEPARTMEMT OF PERSOMMEL Course Fee: $0.00
Course Description: Prowviding customer serwvice in the public sector i= a ﬂ
reguirement as well 55 a challenge. Employees that deal

with the public wust respond to the diverse needs of their

customers. This course is designed to assist 3tate ;l
Status: ©Open Start Date:  N/A
Current Enrollrent: 0 View Roster End Date:  N/A
Instructor(s):  Add Instructor(s) Primary Location: [ Sigywart Facility Fm 216 j
Class Motes: =

Session| Session Date | Start Time End Time | Location

[ilger Herf
Edit Session Data...

Updatel Close Class | Cancel Class | Deletel Donel
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34.

Select the Session Date, Start Time, End Time and Location for the new class. Then
Click ‘Add’. The new class information will appear below the drop down menu. Click

‘Apply’.

B>

A= Neats Home Messages
Class Session Detail Page Help [?]

Training Class Sessions

Course Code: STE105
Course Name: Achieving Good Custorner Service

Primary Location:  Stewart Facility Rm 216

Lge the grid below to edit sessions for this clzss. To add 5 session enter the date, time and focation and cfick "Add." To edit & session click the
edit link, change the session and dlick "Update.” When afl your changes are complete, click appiy.

Action Session Session Date Start Time End Tirne Location Action
Add [0t H [7772 2003 [eem ][00 [5pm =] [00]F] [Stewart Faciity Fm 216 E Add]
Delete... Edit... 1 Wed 10/15/2003 G:00 AM 5:00 PM Stewart Facility Rm 216 Celete... Edit...
Celete... Edit... 2 Fri 10/17/2003 8:00 AM S:00 PM Stewart Facility Rrn 216 Delete.., Edit...

Cancel |
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35.

You will be directed to the Training Class Details page. In order to complete the entry,
click ‘Done’

QMEATS it L. : _:j
Hﬂmg_}\ctlon and Timekeeping System Site Help® LogofO

> Neats LUIGERE Training Messages
Class Detail Page Help
o
Course Code: STE10S Min Enrollrment: 26
Course Marne: Achieving Good Customer Service Max Enrollment: 28
Sponsar Agency: 070 DEPARTMENT OF PERSOMMEL Course Fee: $0.00

Course Description: [pyrogiging customer service in the public sector is a ﬂ

requirement as well &= a challenge. Employees that deal
with the public must respond to the diverse needs of their

customers. This course is designed to assist State ;l
Status: Open Start Date: 10/15/2003
Current Enrollment: 0 View Roster End Date: 10/17/2003
Instructor(s): Add Instructor(s Primary Location: [ Qygart Facility Bm 216 j
Class Notes: 1=
=
Session| Session Date  Start Time End Time Location
1 wed 10/15/2003 2:00 AM 5:00 PM  Stewart Facility Rrn 216
2 Fri 10/17/2003 8:00 AM 5:00 PM  Stewart Facility Rrn 216

Edit Session Data...

Update Close Class | Cancel Class | Delete@

Adding an Instructor

36.

To add a new instructor, return to the ‘Training Task Bar’ and click on ‘View/Edit
Instructors.’
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37.

Click on ‘Add a new Instructor.’

ent U chaurmann

yee Action and Timekeeping System Site Help@ Logoff®

eats Home : & Employee & Admin ‘REEILER Messages

Instructor List Page Help 2]

Training Task Bar " "
Instructor List Settings

Personal Tasks

Wiew My Schedule
Browse Courses

Search Classes Fiefresh List

Wiew My Transcript

Agency: |AHAutthzed "|

Approval Tasks

List Enrallment Reguests

Mame NCY Fhone Email

Add a new Instructor...

Administrative Tasks Add a new Instructor..

(775)684-7860

Wiew/Edit Training Cour! ADAMS, IRENE 00 (7023671-6655 thuckner@ifs state.nv.us

wiew/Edit Instructors ADAMS, IRENE 800 (FOZIGT1-6655 thuckner@ifs state.nv.us
ADAMSE, JOHN 611 (702)486-2260
AMNDREWS, DAVID 611 (F75)E23-7200
B, Thia 611 (775)267-3585 chaumann@ifs.state.nv.us
BALLEW, SUSAN 409 (7751684-4438 chaurmnann@ifs.state.nv.us
BAUMAMNM, CYMTHIA oFo (775)684-5418 cbaumann@ifs.state.nv.us
BALUMAMNM, CYMTHIA 409 (775)684-5418 chaumann@ifs.state.nv.us
BAX, JOHN 611 (775)684-7800
BROWH, 10N 611 (70Z)4E6-2020
BUCKMER, TRICIA oro (775)684-8696 thuckner@ifs state.nv.us
BUCKMER, TRICIA o070 (7751654-8696 thuckner@dait state .nv.us
BUCKMER, TRICTA 162 (775)684-8696 thuckner@doit. state.nv.us
BUCKMER, TRICIA oro (775)684-8696 thuckner@doit, state .nv.us

38. Designate whether the instructor is a state employee—If so, enter their Internal ID
number.
Welcome to i
;‘ Mevada  Employvee-A 0 Ind elreap ] = p@ ogoffee
e a Nl Training essage
New Instructor Page Help [7]

MNew Instructor

Is the Instructor a State of Nevada Employee paid by the central payroll application?

& ves

Internal Employee ID: I

C Mo

EI Cancel |
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Note: If the instructor is a state employee, click on ‘Yes', enter their internal ID
number, and then click ‘Next.” Internal ID humbers can be downloaded from the
HR-Data Warehouse. To get to the HR-DW, click on the HR-Data Warehouse
link on your Home Page.

If the new instructor is not a state employee, click on ‘No’ and then ‘Next'.
Complete the Instructor Detail page and click ‘Update’.

Rescheduling a Class

39.

To reschedule a class, open the ‘Training Task Bar’ and click on ‘Edit/View Training
Courses.’

40.

Find the Course, click on ‘List Classes’ and then ‘Reschedule’ for the class session you
need to change.

e ] .
7 % Sl & nt aumnann
- =

ction-and Timekeeping System Site Help® Lagoffd

o AR

£ neats Home E Time & Employee & Admin RGENILNTE Messages

Course List Pay

Personal Tasks
View My Schedule Agency: |AH Authorized V‘
Browse Courses
sSearch Classes Attendance
Wisw My Transcript Course Code Course Mame Agency |Min | Max | Action
Approval Tasks Add a new Course. .. Add a new Co
List Enrollment Requests DOF 100 ALL ABOUT HIRING 070 5 25 List Classes,.,
AT101 About Training o070 5 25 List Classes...
Administrative Tasks STEL1OS Achieving Good Customer Service o070 6 28 I e,
I m\ CSC 461 Advanced Compiler Theory 070 10 @0 List Classes.)
N WiesEdli Trelimg Coursee > STEZ10 Alcohal and Drug Testing Program o070 25 - List Classeer?
w/Edit Instructors 1
:‘mg/ Basic dccounting ong a 10 List Classes..,
Basic Accounting I ong 1] 10 List Classes...
Certification for State Contract Managers 070 10 8 List Classes...
Change Happens: Dealing With 1t o070 26 36 List Classes...
DCFS Child welfare Eligibility 409 3 20 List Classes,.,
MGT310 Coaching for Supervisars o070 iz 36 List Classes...
333 Communicating Effectively in & Grant 408 10 25 List Classes...
Communication Conflict: What Mow? 070 20 36 List Classes...
Corrunication: Back to the Basics 070 25 28 List Classes...
Communication: Effective writing o070 6 32 List Classes...
Communication: Listen Up 070 25 36 List Classes...
Communication: What's My Style? o070 25 28 List Classes...
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41. At Class Session Details page, click on ‘Edit’
@% to NEATS
_ i m oyee Action-and Timekeeping System
Messages
Class Session Detail Page Help
0 Training Class Sessions
Course Code: MGT295
Course Marme:  Work Performance Standards
Primary Location: Grant Sawyer Bldg. Room 1412
Lise the grid below to edit sessions for thic class. To add 5 session enter the date, time and location and click "Add.” To edit & session click the
edit link, change the session and cfick "Update.” When all your changes are complete, click apply.
Action Session Session Date Start Time End Tirne Location Action
Add [aun =] 24 [2003 ] [5am =00 [5em =] [:00F] [Grant Sawyer Bidg, Fioom 1412 = Add
Delete, Tue 06/24/2003 8:30 AM 12:00 PM Grant Sawyer Bldg, Room 1412 Delete .. Edit...
Apply | Cancel |
42. Make the necessary changes to the session and click ‘Update’. You must click ‘Apply’
for the changes to be final.
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43. When changes are applied, the Class Change window will appear, requesting a
determination. The administrator rescheduling the class must determine if students
should be moved or dropped.

Note: If there are students enrolled in the class the following window will appear. If
there are no students enrolled, you will not get this window.
Click on ‘Move students to the new class’ or ‘Drop students — Re-enrollment required.
Make necessary notes and then click ‘Submit’
' -Nevada Employee Action-and Timekeeping System
"_: Neats Home E RO Training SEeEEEET (Y
Change Class - Student Action Page Help (7]
Course Code: MGT410 Course Name: How to Set & Achieve Goals
Original Class Schedule:
Session| Session Date | Start Time | End Time Location
1 Wwed 10/29/2003 &:30 AM 4130 PM  Stewart Facility Rm 216
Revised Class Schedule:
Session| Session Date | Start Time  End Time Location
1 wed 10/29/2003 &:30 AM 4130 PM Stewart Facility Ron 216
@ Move students to the new class
r Re-approvals Required
-GR<
' Drop students - Re-enrollment required
Comments to Students: 1=
&l
Subm\tl Cancel
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44, Students will receive an email notifying them the class has been rescheduled or
dropped.

¥ NEATS Class Reschedule Notice - Message (Plain Text) - US-ASCIT -0l x|
| BeReply | BoReplytoall | 4BForvard G2 | ¥ DT X -+ - A | ).
| Fle Edt Wiew Insert Format Tools Actions Help

From: David Lahti Sent: Wed 7/9/2003 8:59 AM

To: Deborah Harris

Cc:

Subject: NEATS Class Reschedule hotice

|A class in which you have requested enrollment has been rescheduled as =

|described below.
|Course: Managing Public Records
loriginal Class Date(s):

|Tue 09/16/2003 8:30 AM - 9:30 AM Library & Archives Conference Bm. A

Mew Class Date(s):

=

Evaluating Students

45, To evaluate a specific student, go to the Training Task Bar; Click on “View/Edit Training
Courses”; find the course and click on “List Classes”; at NEATS Class List Page
choose the specific class which takes you to the Training Class Details page and click
on ‘View Roster’.
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-l Training £55a0e

Class Detail

g Class Details

Course Code:  STEZ210

Min Enrollment: 25

Course Mame:  Alcohol and Drug Testing Program Max Enrollment: 36

Sponsor &gency: 070 DEPARTMENT OF PERSONMEL Course Fee:  $0.00

Course Description: RS 284.4069 requires all managers and supervisors to attend |4

thi=z course. If there iz a decline in ah emplovesgs job
performance, the decline could, but not necessarily, be
mlcohol or drug sbuse related. Therefore, the procedure that
@ll =upervisors and managers are redquired to follow i=

Status: Open Start Date:  11/24/2003

Current Enrallment; End Date:  11/24/2003

Instructoris): Frimary Location: [ Stewant Facilty Rm 216 =]

Class Notes:

Session Session Date | Start Tirne | End Time Location

1 Mon 11/24/2003  8:00 AM 5:00 PM  Stewart Facility Rrn 216
Edit Session Data...

Enroll | Update Close Class Cancel Class | Dane |
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46. Click on ‘Enter Evaluation’ under Actions for the student.

yee Action and Timekeeping System

4= Neats Home Training SEyEELFTITY

Class Roster

Page Help [1
Training Class Roster
Course Code: 989895 Min Enrollment: 1
Course Mame: How to be a Help Desk Employee Max Enrollment: 25
Status:  Cancelled Current Enrollment: 2

Enroll a New Student. ..

Enrolled Students

. Evaluation .
Student Name User ID Fhone Email Agency Completed e
BUCKNER, TRICIA thuckner (775)684-8696 thuckner@ifs.state.nv.us ara \d DrodNg Enter Evalustion/
BUCKNER, TRICIA thuckner [775)684-8696 thuckner@ifs.state.nv.us o¥o T View Evaluafion...

Use the controls below o ender evaluations for all students in #he class for whom an evaluation has not already been entered. The data from this form
wilt be used for each evaluation.

Attendance: ICDmpIete j Status: | N/fA j Grade: Apply

Pending Enrollment Requests

Student Name User ID Agency Action

Mo Pending Enrollment Requests

Mail Merge.. | Print Class Roster... | Danel

47. Complete the form with comments on the student’s performance, and ‘Submit.’
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IMealcome 0 A

ECIC OIS

Nevada Emploveea A on and elkeeping =
JUtEE Training E55aQe

Enter Student Evaluation

Page Help IE

Student Evaluation

Student Mame: DEBUSK, ANMETTE Agency: 070

Internal Ernpl ID: 0000009859 Organization: 1363

User ID:  adebusk work Location: CCPER

Start Date:  08/14/2003
End Date: 08/14/2003

Course Code:
Course Name: Change Happens: Dealing with It

Location: Grant Sawyer Bldg, Room 1412 Instructor:  ** None **

attendance: ICumplele 'I Status: | MA d
Grade: I Enter a valid number 0-100, if appropriate

Comments: =l

Submit | Cancel
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48.

To enter the same evaluation text for all students in the class, complete the dropdowns
and click on ‘Submit.’

49.

To view an evaluation submitted for a student, click on ‘View Evaluation’...

g Welcome to NEATS

‘H:

5\3";.’ Nevada-Employee Action-and Timekeeping System Site Help@ LogoffO

. L _: Neats Home SREELIGLE Messages

Class Roster Page Help [

Training Class Roster

Course Code: 989333 Min Enrollment: 1
Course Mame: How to be a Help Desk Employee Max Enrollment: 25
Status:  Cancelled Current Enrollment: 2

Enroll a New Student...

Enrolled Students

Student Name User ID Phone Email Agency E;;‘UDTQ:DE'; Action

BUCKNER, TRICIA thuckner (775)684-8696 thuckner@ifs.state.nv.us oro As Drop nis aluation..,
BUCKNER, TRICIA thuckner (775)664-8696 thuckner@ifs.state.nv.us arvo he View Evaluation...

Lse the controls below to enter evaluations for sl students in the class for whom an evaluation has not siresdy been entered. The datz from this form
will be used for each evaluation,

attendance: ICompIete =l Status: | M4 =] Grade: Apply..

Pending Enroliment Requests

Student Name User ID Agency Action
MNo Pending Enrollment Requests

Iail Merge.. | Frint Class Roster... | Done |

NOTE: Class evaluations can be read and printed from the Employee Development
module of the Human Resources Data Warehouse (HRDW). For access to the HRDW
please contact the IFS-HR Help Desk at 684-8696.
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Creating Class Certificates

Policy on Creating Certificates
The creating of certificates is the responsibility of the sponsor agency of the class

50 To create certificates, ‘Browse Classes’ on the Training Task Bar. From ‘Browse
Classes’, select the class requiring certificates.

ge-Action and Timekeeping System SCHE I,
" &= Neats Home JREEINTLLE Messages
Course List Page Help 7]
Agency! |AIIAuth0nzed j
Attendance
Course Code | Course Mame Agency | Min | Max | Action
Add a new Course.., Add a new Course. .,
AT101 About Training az7o g 25 List Classes...
STE10S Achieving Good Customer Service 070 26 28 List Classes...
CEC dE1 Advanced Compiler Theary a7 i0 0 List Classes...
STEZ10 Alcohal and Drug Testing Program [ikdi} 25 8 List Classes...
Basic Accounting ao9 1] 10 List Classes...
Basic dccounting I ooq o 10 List Classes...

feston for State Conira SRIQENS 070 10 23 List Classes...

Change Happens: Dealing with It 7o Z6 36 List Classes...
MGT310 Coaching To B 7o iz 36 List Classes...
333 Communicating Effectively in a Grant 406 i0 25 List Classes...
Corrmunication Conflict: What Mow? 070 20 36 List Classes...
Cornrnunication: Back to the Basics 070 25 28 List Classes...
Communication: Effective Writing a7 6 32 List Classes...
Communication: Listen Up [ikdi} 25 36 List Classes...
Communication; What's My Style? 7o 25 28 List Classes...
Communication: Writing for Success II o070 i0 36 List Classes...
Communication: Writing for Success | a7o 10 36 List Classes..,
123 Counting 7o 5 25 List Classes...
Customer Service: Office Etiquette 7o 15 8 List Classes...
Customer Service: Practices ovn 15 28 List Classes...
Debt Collection 070 5 20 List Classes...
Decision Making for Supervisars 070 1z 36 List Classes...
Delegation for Supervisaors a7 iz 36 List Classes...
‘ la? H o ; 1
51. Once ‘Course Details’ opens, click on ‘List Classes.

52. Click on the ‘Class.’
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53.

Click on ‘View Roster.’

IMalcome 1 A
IS ICOHTL
Nevada Employee A O ana seKeap (] = p@ Logoffs
ea RS Training £55a0e
Class Detail Page Help
Training Class Details
Course Code: Min Enrallment: 26
Course Mame: Change Happens: Dealing With It Max Enrollment: 36
Sponsor Agency: 070 DEPARTMENT OF PERSONNEL Course Fee: $0.00
Course Description: Change is & constant in our lives both professional and =
personally. In this clas=s, we will discover how each of us

deals with chanhge.
created from the book "™ Who Moved My Cheese'.

We will be u=ing the presentation
The book has |

Statu Start Date:  08/14/2003
Current Enroliments \View Roster End Date: 08/14/2003
Instructor{s): Add Instructori(s Primary Location: Grant Sawyer Bldy. Room 1412 j
Class Motes: = |
=
Session| Session Date | Start Time | End Time Location

1 Thu 08/14/2003 8:30 AM 12:00 PM Grant Sawyer Bldg, Room 1412

Edit Session Data...

Enrall | Update Close Class Cancel Class | Danel
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54.

Click on ‘Mail Merge.” Save the file to your computer.

qnl-aE Training E55a0Qe

Class Roster

Page Help IE

Training Class Roster

Course Code:

Min Enrollment: 26

@ Name: Ch H . Deali : g
ourse Name i il Download

Status: Open

Eoroll a New Student...

Enrolled Students

Student Marne User 1D
DEBUSK, AMMETTE adebusk
FRIBERG, KRISTEM kfriberg
SALCIDG, ROBERT rsalcido
WHITLEY, RICHARD: dwhitlel

Lise the controls below to enter evaluation
will be used for each evaluation,

2

Some files can harm pour computer. If the file infarmation below
looks suspicious, of wou do nat fully trust the source. do not open ar
save this file.

File narme:  ClassRoster-1536.csv

File type:  Microsoft Excel Comma Separated Values File

rubry. state.mv.us

Wwiould you like to op [ zave it to pour computer?
Open Save | Cancel Mare Into

From:

x|

[y Action
Wiew Evaluation...
Drop... Enter Evaluation. ..
Drop... Enter Evaluation...

Wiew Evaluation...

[V Always ask Wype of file

been entered. The data from this form

Attendance: ICumphElE j

Apply. |

Pending Enrollment Requests
Student Marne

Mo Pending Enrollment Requests

Status: INII'IA j Grade: I
User ID
bail Merge... Print Class Roster... | Done

Agency

Action
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55.

Click ‘Close’

NEATS
yee Action and Timekeeping System

@, Welcome to

=* & Neats Home

Messages

Class Roster

ent User: th
Site Help® Logoff@

Page Help IE

Course Code: Min Enrollment: 26

Course Name: ©Change Happens: Dealing With It Max Enrallment: 36

Download complete

Status: Open

Enroll 5 Mew Student. ..

Enrolled Students

Download Complete

Saved:
ClassRoster-1536,csv from ruby skate.mv, us

Student Name User ID
DEBUSK, AMHETTE adebusk Downloaded: 943 bytes in 1 sec
)
Download ko: C:\Documents. . \ClassRoster-5056. cow
[ARIEIERE), (LS kfrlb.erg Transfer rate: 943 bytes/Sec
SALCIDO, ROBERT realcido _
" [ Close this dislog box when download completes
WHITLEY, RICHARD dwhitlel

Use the controls below o enter evaluations

x|

Open | DpenFo\der‘l Cloze I’

Training Class Roster

ncy Action

0 Wiew Evaluation...

0 Drop... Enter Evalustion...
E Drop... Enter Evaluation...
& Wiew Evaluation...

7y been entered. The data from this form

will be used for each evaluation. —

Attendance: ICompIete 'l Status: [MfA 'l

Student Marne User ID

Mo Pending Enrollment Requests

tail Merge Frint Class Roster | Dane

Grade: I

Pending Enrollment Requests

Agency

Apply. |

Action
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56. Open the certificate template you've saved in Microsoft Word. Click on ‘Tools/Mail
Merge.’
il Certificate - 1 Instructor.doc - Micrasoft Word
JEiIe Edit ¥ew Insert For atw Table Window Help
J Insert Merge Field = | Insert Worw—gpeling and Grammar...  F7 M | | B B Bs terge... | G -
TR CRRNRRRT Word Count... B n g T =
' ‘ ' ' online Collaboration » ' ' ' ' ' '
=] Envelopes and Labels...
Customize. ..
Options...
State of Nevada
This is to certify that on this date, «End_Date»
«Stndent_First Name» «Student Last Name»
has successfully completed
«Course_Name»
Instructor
[l =(s j
JD[EW' [3 C-j|AgtnShapEsv oW DD‘|&'J'&'E_ ERg.
[ Page 1 Sec 1 1 (a2 Intl Coll = i =50 = A
tt,’Startl @ Class Roster - Micms”.l () Inbo: - Micrasoft Qu... I =a JasCapture I @ trainingadmin.doc - ... I Certificate - 1 Inst... m 1 - Tahoe (Tahoe) | « i 12:06 PM
NOTE: You can download the certificate template from the IFS website (under
procedures) and/or the Department of Personnel website (under Training) and save
the file in Microsoft Word for future use.
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57.

Click ‘Create’, ‘Form Letter’, then ‘Change Document Type’

fj Certificate - 1 Instructor.doc - Microsoft Word

JEi\e Edit Yiew Insert Format Tools Table ‘Window Help

=18 x|

J Insert Merge Field -

Insert Word Field ~ ‘ <:g>c)| M 4 | 1 ‘ P M ‘ | B 3m 35 Merge... |ﬁ .
I RN KRN AT KA KRKS TR EAT AL S—

R L AT

Mail Merge Helper K Ed

-
State ol

155 e
This is to certify that o ( geabl Ed ~

Merge EypET Form Letters
Main document: C:.. \Certificate - 1 Instruckor,dac

The main document and data source are ready to merge. Choose the Merge
button to complete the merge.

«Student First Name, 7

Data source

ek Data Edit ~
Data: C:h...1ClassRoster-50...

has successfi

ot
«Cours 3 Merge the data with the document

Query Options... I

Lo Merge

Options in effect:
Suppress Blank Lines in Addresses
Inst; Merge to new document

— Cancel |

HEED

| NI KD
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58.

Click ‘Get Data’. Open the file you saved to your computer in step 54.

idlj Certificate - 1 Instructor.doc - Microsoft Word - =] x|
JEiIe Edit ew Insert Format Tools Table Window Help
| Insert Merge Field - | Insert Word Field ~ | <§gg| TR | 1 | y oM | | B Bg %5 Merge... |ﬁ .
..‘..--1---."-z-".---3---.‘--4-".--‘5---.‘--5-‘-.--‘7---\‘..C_ =
! Mail Merge Helper 7] x|
| The main document and data source are ready to merge. Choose the Merge
buttan to complete the merge.
State ol
=1
1 Main docurment
This is to certify that o Credte - Edt -
Merge bype: Form Letters
. Main document: C:h...\Certificate - 1 Instructor.doc
«Student_First_Names 2
- - Drata source
[ Get Data ¥ i Edit ~
has successfi
Raiaace Create Data Source...
op aka LT
Course 3
U ourse Use address Book... 4
Header Options... ry Optians. .. |
Options in effect:
Suppress Blank Lines in Addresses
Inst Merge ta new document
— Cancel |
=
=
+
HEEE a|
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H 1 1 H 13 1 H
59. Click ‘Merge’, the click ‘Merge’ again
il Certificate - 1 Instructor.doc - Microsoft Word — =] x|
J File Edit Wiew Insert Format Tools Table Window Help
| Insert Merge Field | Insert Word Field ~ | “n | T ‘ 1 | y M | | B 25 %5 Merge... |@ .
b s e e S— :
i
\ X eivergeneper ST
| The main document and data source are ready to merge. Choose the Merge
buttan ko complete the merge,
Stat (P 2l
This is to ce[‘t]fy ths W Setup... e I
’—Recnrds to be merged
. @ al € From: I— To! I— ‘ Check Errars. .. |
«Student_First Nan Query Gptons.._|
hen merging record
* Don't print blank lines when data fislds are empty,
has succe: | ~ Print blark lines when data fields are empty.
o query options have been set,
«Courst B
Merge... Query Options. .. |
Options in effect;
Suppress Blank Lines in Addresses
Inst Merge ko new document
— Close
I
=l
3
=)= EE
60. Your merge has been completed. Print certificates. Mail merge processes vary in accord

your version of Microsoft Word. Check your software documentation for further instructiq
mail merge process.

State- of-EN evadaf
This+is -tn-certify-that-og-this-date,-[lﬁfzﬁ 20039
ALB ERTPE FOSTERY
hg;-succcssfuglly-cnmpletedi

Emplayee Appraisal for-Supervisorsy
1

o o -] E
] Instructors o o
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